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As you begin using the CCTO Tool for the first time, keep the following in mind:

Logging In

Navigate to the CCTO Tool to log in with your
NCID.

» Use the CCTO Sandbox System for
practice and the CCTO Live System for
real contact info.

State of North Carolina
Authentication Site

If you experience
issues, log in from
another browser
Sign in with your organizational account per the Logg|ng In

Job Aid before

* If you have an email ending in nc.gov,
log in using your current credentials.

+ If you do not have an NC email, the [fomeone@exampie com L
format of your username will be S— contac.tl.ng your IT
YOURNCIDUSERNAME®nc.gov. administrator.
If you experience issues logging in, click “Sign Ex

Out" and open the Tool in an incognito window or
a new browser (e.g., Chrome, Firefox) where you

are not signed into other Microsoft applications.

Check the Logging In Job Aid if you continue to

experience issues.
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Setting Your Time Zone

It is important to set your time zone accurately to L e + 1
manage and record your work effectively.

I Personalization Settings

1. Click the gear icon in the top right
corner Advanced Settings

Select "Personalization Settings." Taast Notification Display T...

Under “Time Zone," select (GMT -05:00) ctive Ma  About

Egstern Time. sy Privacy & Cookioe

4. Click "OK" to save. | Set the e zone you are e

2.
3.

I ®(blat  Software licen§
Time Zone {GMT-05:00) Easten Time (US & Canada)

i |
o Select a default currency
Currency ‘ﬂ
9 Personalization Suport high contrast settings
Select this option if re using the High Contrast settings in your browser or operating system

9 Time Zone e .
°o KN _—

Viewing Your Contacts @ Home My Active Contacts +
@ Recent '
CIiCk the ContaCtS Tabl and you Wi” X G + | Last Mame First Name Househaold Househeld ... % | Maobile Phone Manitaring ...
automatically see “My Active Contacts,” o
which filters all the contacts in the system to Brown Charlie Peanuts Family - 1-222-355-6767  Monitoring
show only active contacts assigned to you. s Juko Danny

My Active Contacts -
& Dashboards

Pelekai Lilo Pelekai | My Views
Contacts Tab | 2 contacts ightyesr Coms — -

1 Househelds . _ System Views
If you need to see and search all the - , Piagy Miss Tetng) 1 Active Contacts -
contacts in the system, click the arrow Active Contacts =
next to "My Active Contacts” and select “All Active Monitored Contacts =
Contacts.” [F Contacts =]

Contacts with Fever in Last 14 Days +


https://dhhs-covid19-arias-uat.crm9.dynamics.com/
https://dhhs-covid19-arias-prod.crm9.dynamics.com/
https://epi.dph.ncdhhs.gov/cd/lhds/manuals/cd/coronavirus/ServiceNow/How%20to%20log%20into%20the%20CCTO%20Tool.pdf?ver=1.0
https://epi.dph.ncdhhs.gov/cd/lhds/manuals/cd/coronavirus/ServiceNow/How%20to%20log%20into%20the%20CCTO%20Tool.pdf?ver=1.0
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As you begin using the CCTO Tool for the first time, keep the following in mind:

Viewing Your Outstanding
Items

To review all appointments, tasks, and phone
calls that have been created and assigned to

= B Show Chat [} Task 7 Email  [T] Appointment @ PhoneCall B Letter & Fax [l OtherActivities v~ [ Delete | ~  (OR

you, visit the Activities Tab. g FHome My Activities -
Recent ~
This tab will default to showing you a list of — o | D la v ] Adtivty Type | Al

your open items, and you can view each item -
in detail by clicking on it. Please note that

. ; Apps Phone Call Initial Outreach / Michael Hansen
these items must be created in the - ) .
N . e ege . #= Dashboards Phane call Other / Art Gallery
Timeline/Activities section of contact 0. )
f.leS before the are diS Ia ed here / ontacts Phone Call Daily Monitoring / Cowboy Woody
prorti y play ° A Households T X
ask Follow-up on Resource Need Art Gallery

Assessments

E Task Digital Assessment Review Needed William Penn
Activities Tab 2 acitie
€2 Suggested Exposures

Viewing Your Contacts'
Assessments

Assessments are ongoing contact surveys of

symptom changes and resource needs. The

Assessments Tab pulls all assessments from =

individual contact profiles. Contacts may respond

to assessments over the phone or digitally via ® Recent ~
b

[ Show Chart MNew [ Delete | ~ () Refresh [2) Emailalink | ~ o Flow ~

Home

Active Assessments v 9

. . . System Views
links sent in automated emails or texts. Pinned o ” ted Or |
Active Assessments =3
Active Assessments within 30 dave . 9/2020 11:55 AM Durham Monitoring  *
1' CIICk the Assessments Tab . All Resource View =42 '9/2020 11:53 AM Durham Monitoring  *
2. Click the arrow » next to “Active = ; )
Assessments.” % Dachboards All Symptom View /2020 11:46 AM Durham  Monitoring
Assessment Details =
3. Select “Assessments from Contacts | A Contacts ofBN 11:29 £ Wake Initial
" t . I t IAssessmentsfrom Contacts | Own “‘-—“I
1(?WI'] o view (t)n y; assessment responses £ Households e — T0/2020 1129 AM Macon Initial
rom your contacts. S
4. Each Yine is a record of one assessment 0' o fssessments Completed Assessments - Last 14 Days 2 19/2020 11:14 AM Appalachi.. Initial
: Activities Completed sments - This Month += i »
completed by a contact, and contacts '9/2020 11:13 AM Appalachi... Initial \
should complete multiple assessments O Suggested Exposures e fssemant -
e i ) -, '9/2020 11:10 AM Bladen I
during monitorinq YOU can view an Q@ Locations Resource View for Contacts | Own =
t b I,- k. .t N t th t e Symptom View for Contacts | Own 42'9/2020 10:53 AM Wilkes Monitoring Y
assessment Dy clicking on It. Note tha
the column headers reflect details about e
each assessment and contacts’ Assessments from Contacts | Own ~
responses, and you can sort and filter on | seurce conear Date Crested On v, | Local Healt. /| Assessment . v | Agreement omiting couen |
these headers by cIicking on them. Teddy Bear 9/1/2020 9/1/2020 .. Dare Initial Yes, | agreet.. - No No
Snow White 9/1/2020 9/1/2020 .. Dare Initial Yes, | agree t... — MNo MNo
o Assessments Tab Simon Says 9/2/2020 9/2/2020.. Dare Initial Yes, | agree tn, - No No
Charlie Brown 97272020 9/2/2020 .. Dare Initial Yes, | agree t... - No MNo

9 Active Assessments

9 Assessments from

Contacts | Ow

e Assessment Responses For detailed instructions on CCTO processes, such as entering
contacts and assessments, please visit the CCTO Job Aids

subpage on the NC DPH Communicable Disease Manual.
WELCOME TO THE TEAM!



https://epi.dph.ncdhhs.gov/cd/lhds/manuals/cd/coronavirus_CCTOjobaids.html

